


JOB DESCRIPTION 
 

JOB TITLE: TRAFFIC CLERK 
 
 
RESPONSIBILITIES: 
 

1. Responsible in proving general information about services carried out by the 
court. 

 
2. Responsible for screening and scheduling of appointments with the Judge. 

 
 
3. Assessing, receiving of all traffic and criminal cases on a daily basis. 
 
4. Assisting in the documentation of all Class “C” misdemeanors into the proper 

dockets. 
 

 
5. Responsible for entering all traffic tickets into the system (AS400) and 

collecting traffic fines using cash register. 
 
6. Responsible for filing criminal complaints with the proper departments. 

 
 
7. Responsible for all criminal cases filed in the court. 
 
8. Responsible in carrying out the above described duties in unison with all other 

county policies and procedures now in effect. 
 

 
9. Informing citizens about peace bonds, small claims, and forcible detainer 

suits. 


